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ADMINISTRATIVE SERVICES DIVISION
RECORDS MANAGEMENT AND CONTROLS ,
Application Number
| i APPLICATION FOR ) |
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Applicatidn Date:  July 30; 1980

FOR STATE RECORDS MANAGEMENT DIVISION USE
Date Received " Application No. Date Completed

7&-t4o-FA-  NOV 17 1980
SEP 1 81535 |

Record Series Title: 76-140 CEIA Enrollee Work Experience Person to Contact: ' ‘
Payroll Certification Cards ' .

ltem number to be amended: ~ ILtem 16 on old form - Telephone No. 656-3040
’ Item 10b on new form (3/80)

]

Reads as follows: ''mo" on confidentiality of records

Amended to read: yes' on confidentiality of records

(> Gc/e ST- 537(9

Public service emgloee records under CETA
all other personal rek®prds including financi
le to the public to t

emain open to public
records shall be
es such infor- -
stem regulations

Reason for change:
inspectio

made "'avai same degree that it m

mation availa Georgia State Merit
therefore make records confidential’

AUTHORITY: "Federal . 29-70 ,703b-3b1, 2. ' |
f'Division Diféctor/Dcsignce:_ : » __ Date ?/l/fé

Date )

State Auditor/Designee: bt Wi LA™ N , . Date___m‘), o'! “?f B

Secrelgré gf State/Designee:_*_W,[M, e Date_Z?:Z,_Z,:.ﬁ(j) , _
: [ 9 - ' LS

Attorney General/Designee: M | w/é_ — Date___,_z/ _’1_2’_T£q__

ESA-143 (3/80}

Records Management Officer (RM&C):

ESA Director:_
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APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE
A RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No 76—-RM—1 for instructions on completing this form. Forward signed ongma& to0

Department of Archives and Hnstory, Records Management Division, 330 Capitol Avenue Atlanta Georgia, 30334,
Attention: Schedullng Section,

L tr

1

____fOR AGENCY USE _1 1. Agency Address FOH RECORDS MANAGEMENT USE
Application Daste GEORGIA DEPARTMENT OF LABOR . ' Application Number
o? - é-go | UNEMPLOYMENT INSURANCE DIVISION 76 - l‘-\O- g
| - — SPECTAL PROGRAMS PAYMENT UNIT - ROOM 299 -
Apphcanon » Number Date Received Date Complsted
254 WASHINGTON STREET, S. W. : FEB -8 1980 | FES 19 1980
| ATLANTA, GEORGIA 30334 _ | )
2. Purson to Contact Working Title Telephone Number
WILLIAM F. REYNOLDS SUPERVISOR, SPECTAL PROGRAMS PAYMENT UNIT (404) 656-3074
3. Action Requested
8. [ Estabiisn Retention Schedule; record will continue to accumulate,
b. [0 Dispose of present accumulstion: no further accumulation anticipated.
¢ _ 5 Amend Application No. 26=140 _ Check One: ¥1 Change; (1 Supercede: {3 Void .
3. Dates of Series 5. Records SOFIOS Title (followed by title used in office, if different)
Earliest Latest COMPREKENSIVE EMPLOYMENT TRAINING ACT (CETA) ENROLLEE WORK EXPERTENCE
 06-01=78 lPRESENIW B PAYROLL CERTIFICATION CARD FILES.
8. Division and Office Fynction What is the function of the Division and the Office in which this record series is created7

THE SPECTAL PROGRAMS PAYMENT UNIT RECEIVES INITIAL ENROLLMENT FORMS AND ESTABLISHES A
RECORD FOR EACH INDIVIDUAL PARTICIPANT; RECEIVES AND PROCESSES WEEKLY REQUESTS FCR
PAYMENT OF ALLOWANCES, WAGES, AND WORK INCENTIVE ¥0 PARTICIPANTS ENROLLED IN RELATED

PROGRAMS. MAKRES PERTODIC AUDIT AND REVIEW OF PAYMENT RECORDS TO PREVENT DUPLICATION
OR OVERPAYMENTS.

¥

Pt - e

7. Roeord Senes Deswptuon Thns file contains the followang documants (include form numbers and t.'tles ifany):

- Attach samples of the file.
Documents reiating to:

B

DISBURSING FUNDS TO PARTICTPANTS OF COMPREHENSIVE EMPLOYMENT
Included are: TRAINING ACT (CETA) PROGRAMS.

PAYROLL CERTIFICATION CARDS (CETA 23-A).

Fileisarranged: ~ NUMERTCALLY BY PROJECT IDENTIFICATION AND THEN BY SOCIAL SECURITY NUMBER.
N . . z\ ) . . ~ . . T .
8. Monthiy Reference ﬁa_t: ' Hﬂ&v;v often are records referred to which are: %
One to'six monthsold -~ Seven to twelve monthsold _________; Thirteen to twenty-four months old :
- twentv -five maonths and older . ‘,..?

.. * DISCRETION OF AUDITORS.

9. Annull Rate of Aecumulation of Reeords - - o ' 7
Letter-size drawers —; Legalsize drawers ; Shelves ___ ; Other (specify) LBM CARD BOXFS,

APPROXIMATELY THREE HUNDRED TWENTY (320) ANNUALLY.

AR-BO—-H Rev. 76 _ o (Cver)
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| YES | NO | 10. Ouemonna:re . (Place an X' in the proper column) . _ : . \--0
a. Is this the official copy of the series? | _— b
X ___If not, where is it? _ /

p——— R — —— - -

| F%D%m%efmfﬁmwaﬁm R 9L PEOins? 1 ves, el or relain.

. | c. Isthisavital record?

——

X
X ) i
X | _d. Does this series have hustorucal or Io ng 1 term research value? - ;

e. When one or two documents in the file make it necessary to keep the entire f:le fora Iong penod could these
. docu ments be scheduled separately?

S S

X ,
X |4 5# Jamedmjh;sjems ever published? [f ves, attach copy,
Is t ntamed in this series ever analyzed and/or recorded ina summanzed report?

1 X ____If_ves‘ anach coov - . B " -

‘ X h. s there d duplication of thls series in your offuoe or in another office or agency?

_if ves. where? o -
L ___{{J 44, s this seneslmmacpomon of itl J:egula[hz rmcrofumed? 3
| X | i Does the record series result in a comouter printout?_____
1. Rmmlon Requirements The following requnres the series to be kept
4 '~ STATE ' 1
a. State Law —_— e ....years. ~ d. Audit period P ‘ ' years.
b. Statute of limitation e o—.__.Years. . _ _ . _e. Administrativeneed __ . _ . __ e Véafs-_;- .

c. Fedaral faw b __é,gff,,-years.-- f. Federal retention instructions .5..years.

Attach eopy or excert of laws or regulations. Explain administrative need.
HOLD IN CURRENT FILE AREA ONE YEAR, THEN TRANSFER TO STATE RECORDS CENTER FOR RETENTION FOR

FOUR YEARS

—_— = .
po—

(12, Approvod Dlsposmoh In:tructions Thls agancv recommends that the flle series be cut off at the end of each:
<. = =+ - [XCalendar Year; O Fiscal Year; O Other _____ : __then,

@ Hold in tha current files area ___ . = _month(s) 1 yearis); then *
0 Transfer to local holding area; hold _....-.year(s); then
8 Transfer to State Records Center; hoid . .—-.year(s); then

* (A Destioy.
O Transfer to State Archives for permanent retention,
E] Other (Specify)

* NOTE: IF FEDERAL AUDIT QUESTIONS ARE NOT RESOLVED AT THE END OF FIVE YEARS, THESE

RECORDS ﬁUST BE RETAINED UNTIL RESOLUTION OF SUCH QUESTIONS.

Thesa instructions apply te all prior and future accumulations of the series.

(Signature]. ;;_____[rr;LJZ_J_a_;e__ | Records Management Officer (Signature) Date

Agency Hesd/Desigpe

% J 2680 & M Z ’éu‘m

Ll e

State Records Committes (Signafbre} Date

Recommendations in para- [ DY i} o y T )
graph 12 are approved. State Audltor/Des:gnee ’4 ‘ . 2."" / Y’Y 0

(If disapproved, attach letter : : .
O poratty Ha At 2-15- 0

of explanation.) dry ot Bttt i '
Attorney General/Desngnee 1 Ww | | ﬂ /7/50
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. STAYE 7 . . OFFICE OF ARCRETaRI OF 3Tath PAGE‘
) 6F Application for . DIPARTREST 07 ARCEIVES & NISTORY '
! GEQRGIA REC(}RDS DI SPOSITION STANDARD NECOMDS NARAGENYRT DIVISZOR o i\ 1 i

1 Appitcatica Date

.,
Febrvary 3, 1976

—

LAWEON S L7 R Sae separgte instructicrs for compietion ofJ FOR RECIAZ; waNAGEMENT DIYISIOW USE

Date Mecelvedi , Applicetion No. ‘Uate Conpleted

FEB 10 1976 P~ 0

froat and reverss of this for"-l. Sign criginal and tuo copias
‘l ¢y Application Mo, )

and fervard to f‘-pﬂr!-o';n of Archives and Niatory, ‘zlc-u"u-n
] f
Z)A U;\? Recarde Hanzgemsnt afficer. B

y 11 1976

3 IG?‘ T, Siviat-h, Subdivielon & lenlnﬁ.orln' Vrfice Addreas ) ' Terion 1o “uotent
eorria Depariment of Labor ‘
rne ~ployment Insurance Division . ' o, P, wid
! § e e O EE
prc'al Programs Payment Unit - -
2T 15? "4.-- e O{'Llca Bhll""‘"l" - ) S .Ur:nnn T'.‘.;.! . ) _1:‘::. An. o
7£%25%a, Ceorgia 3033k : Supervicor 655-3074
TON REQUESTED
Il ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; :
‘ RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED;
EQE%éégisgf&Sggizzt 9. Exact Series Title Comprehensive Employment Training Act (CETA)
Oo,uﬁ/?L to date , . A - - —«Enrollec Work Experience Payroll Certification Cards
‘RO. '

Whet is the fUnctlon of the office in which this record series is created? ,

The function of the Unemployment Tnsurance Divisicn ie to implement the Georgiz ?mn‘o"nedt
Security Law whlch requires that legal entities employing workers in feorgia rerort and pay
taxes on wages of such emplavees; and to subsequently pay benefits to such covered workers when

they arz unennloyed thrcugh no fault of their own and when ther com>ly with certain requiramentel
The Division administers the paywent of allowances and wages as required by the Manpower PrOgramq

of the Unlted States Department of Labor. - N RO S S I A -

scial Prograns Davment Unit receives initizl enrollment fo:ns and ectablish a pasment
or each individual snrollee and trainee; receives and processes weskly reguect for
of mf allowances and waces including the payment of Tndentive and Training Relzted
“x“enre tc particinants enrolled in the Work Tncentive Program, DIstzblich and maintain
controls to urevnnt duplicate or overpayments; periodic review of record= to ascertain continued|
eligibility and malntenancc of records, ! :
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L1.This file contains the followlng documents (1nclude form nurbers and tltles, 1f any ,
and file arrangement)}. :
Documents relating to paying enrolleesin the Work Experience Program established 65“ the
Corprehensive Frmloyment Tralning Act of 19 73. . ’

Included are; form CETA-23 (Ind1v1dual Payroll Certifiqation Card) ;i' HSample attached LU

File is arranged numerically by Work Site PrOJect Control Number thereunder alphabetically
by enrollee's nawe. ’ o S i N

. ATTACK SAMPLES OF THE FILE

l?. TUIPNENT AICUPIRUL Bs. of Dravets Cu. Pyv. of lotnrﬂn-l Ro. of Dravare Cu. Pr. of Resnrds
Letter-site Fiie b . - T ANRIAL RATE OF aCCUMULATICN *
ter- tie Cravers
e . Trays - 132 90
- In Srticeia) In 5&911.‘. Areninl
Legal-stte Fiie Eravers 3 Fioor Spsce Occupled [uquare Peet) “ .
, 4 .- : ‘ NID) none
R te P 1 ) Thls “ent Precrdingfsti Prior
- . : R . . . . o +
3 X 8 Card Trays ) /22 .38 B ) ; Tear's sr’s Ie;_. . Yenrn
’ _© AVERASE DATLY REFERENCES 7 0 0 0
Ao H - X, § ) )

Tora AN-§9.1)

[ e el o . .t . e - o - : e . L. —
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v ven e — e e,

QUES| IONNAIRE Plecs &an "2" 1in the proper columrn :r ansver s "YES.” plesse vaplain A . . ) VY.-gs*_‘. Nvﬁv;l
13. Is this the Record Copyfef the series? : - iR ]-
14. Is there a duplication of this series in another office'er agency? ) B t[ ]7'EDQ
15. Is the 1nformatlon contained in this series ever summarlzed or ﬁubllshed° DRI  §§3;

Attach topy‘bf summary or publlcatlon - .
16. Does the seriés contain classified information requlrlng securlty handling’ [ 1 K
17. Does the series 1nit1ate, amend or terminate agency policies and procedures? 1] eEQG,
18. Could the function be performed if the files were lost er'destroyed?' __-'. ok [ 1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? . [1 ﬁDﬂ'
20. Does the record serieskprOVide data as input to an EDP‘file?, ' 3 B | ]‘»peq'
. 21. Does the record series contain'documentation produced as EDP printout9 ST { ] |
22. Has the Federal Government issued 1nstruct10ns governing the retentlon/dlspo- . [X] '

sition of these files? Federal Register (Vol.40, No. 47, PartIII), "Guide to
Records Retention Requirements' (January 1, 1975) Part VIII

23.'Wlll there be a need for these records 10, 15 years from now? If yes, whet’ | [ ] xX

B

2h REQUIREHENTS The followlng requlres the f1les to be’ kept L yearsiu

e.[]STATE b.[]STATUTE OF c.[]AUDIT d.[]F‘EDEIRAL e. K]ADMINISLRATIVE + £.[ JHISTORICAL
LAW LIMITATION PERIOD LAW DECISIOCIH ' VALUE
(Cite Law), Statute, or other rea on for the retentzoe requzrement)

Based upon otandards of d130051t10e for other deparuﬂeqts. ~ See item 22 B

"

VSIS §

"25. AGENCY RECOMMENDATIONS This agency recommends that the file series be cut off at the end :
of each -[)CALENDAR YEAR ~[IFISCAL YEAR -[JOTHER _See below _ then |

Hold in the current files area *  month(s)/ ~year(s): . -
Transfer to [ ] State Records Center [ ] Local Holdlng Area, hold year(s)
Destroy. S .

Transfer to State Archlves for permanerit retentlon.'

. Destroy immediately after cut-off. R :

* [ 4 Other: (Specify) cCut off file at the end of each mOnth hold in current files area 1
year or until Federal or State. Audit is c¢ompleted, whichever is later, then transfere to
the State Records Center, hold 3 years; then destroy.

-

pr— p— p—— Y —)
[V N R S

(Indicate briefly rationale for recommendations above/or write additional remarks):
To eliminate necessity for filing equipment and floor space required %o hold inactive
- records over and above necessary active files Whlch do not requvro frequent referral, {

RQCW?‘?/“* 0 fe;%"a”m’ %“t‘" | _omwer requiren stawatres DATE

26/Recommendations [Agenty Head/Designee -
in paragraph 25 Approved DIS&_ppT‘OVEd
are: . tate Auditor/Designee

A9 6

|
:
i
|

: Approved [ ] Disapproved| e e /7

STATE RECORDS | RSecrethificof State/Designee | |
COMMITTEE : d bved [ ] Disapproved B 117\"/?"’7@5
Attc ey GeneraZ/Destgnee - 5

1=0

LS



. STATE® i o © ... ... .. oPrIics of SECRRTART OF STATE e
oF Application for ' DZPANTHINT OF ARCHIVES & NISTORY
- RECORDS DISPOSITION STANDARD | RECORDS MARAGENENT DIVISION ; !
, GEORG 1A o o

- oy - = - - - —
1 ,Aeplicetion Date Iu.-:.'kur‘_rjons- " See separate inetruciions for compietion :fJ} FOR RETORDS MANAGEMENT DIVISION USE

February 3, 1976

[ralvig and p.ugy",.'of this form. Sign original and two copies Date Recelved o, Application ¥o. bate Completed
- i . .

2 Aeency dpplicstion Mo. and foruard to Pepartmant of Archives and Wistory, Atteation F : {
‘DA - 0;? Racords Managsment .’)}‘fg'e.ﬂ-‘ ’ Cok EB 1 0 1976

AGERTY, Divigi-n, Subdivision & Adminietering DOffice Address Y Peracn to on!ll‘l
.

‘Georgla Deparumert of Labor ‘
Unemployment Insurance Division
Special Programs Payment Unit

C. R. Ridge

Room 367 State Office Buildin o ' [ e T e T
Atlanta, Georgia 3033} g — e Supervisor _ 656-3074
7.RCTION REQUESTED ) ‘
ESTABLISH DISPOSITION STANDARD; . DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
-giE%giizsgfﬁsgggzgt 9.Exact Series Title gomnrehensive Enp]oyment Training Act (CETA)
06/06/7 to date . Individual Enrollee Work Experience Payroll Ce*utflcat1on Cards
10. -

What is the function of the office in which this record series is created?

The function of the Unemployient Insurance Division is to implement the Georgia Tmo1oywrnt
Security Law which requires that legal entities erploying workers in Georgia report and pay
tavcs on wages of such employecs; and to subsequently pay benefits to such covered workers when
they are unennloyed throuvh no fault of their own and when they comprly with certain requirementsp

The Division administers the payment of allowaqces and wages as required by the Manpower Program=

of the United States” Department of ‘Labér.»" 2 -= Manpowar Progre. 7 L0 TS D osw 0h

L g T 1
.

The Special Prorsrams Payment Unit receives initial enrollment forms and establish a payment
account for each individual enrollee and trainee; receives and processes weckly request for
payucnt of &2 allowances and warcs including the payment of Tncentive and Training Relsted
Expense to participants enrol1ed in the Work Tncentive Program, Establich and meintain
controls to prevent dup]1cate or overpayments; periocdic review of records to ascertain contimad
elkzibility and maintenancé of rec01ds.

1

11. This file contains the follow1ng documents (include form numbers and titles, if any,
and file arrangement). .
Pocuments relating to paying enrolleesin the. Work Experience Program established : under_the
Comprehensive Employment Training Act of 1/73. : :

Included are: form CETArZB (Individual Payroll Certification Card) “-22 sample attachedt

T — -

'by enrollee's name.,;j~ - U VR - - i

ot . o - - “#

. ATTACH SAMPLES OF THE FILE - . - - R -
_ T S EEES

@ -

2. BQUIPMERT NCCUPIEL ., Mo. of Drawvers Cu. Ft. of Recorde [ - m No. of Drawvers Cu. Pt. of Recards
Letter-stee Fite D . AMRUAL’ NATE OF acCUMULATION SR - '
-sle e Dravers N ; N
¢ o : Trays = 132 90
' In Officels) In Storsge Areals)
Legal-slze Pile Travere Fioor Space Occupled {Square Fest)
! , 5 TORE

This et Precedingfall Prior
Tear'sy Af'e Yeor'w Years'

3x8 Card Trays 22 .38

AVERAGE Dll‘l.‘f REFERENCES 7 . O 7 O o

Pors . AR-S50-71




UESTIONNAI RE rlacn an “x" (n I.hc proper colusn. If ansver 1w "YES," please expisin : - oz YES ’ Nﬁ.
13. Is this the Record Copyjof the ser1es9 - ?".d:. o ! o R
14. Is there a duplication df”thiéiSéries in"encther Office or agency? S B <
i . [
15. Is the information contained In this series ever summarized or published? c_[].KA
Attach copy of summary or publlcatlon h
16. Does the seriés contain cla551f1ed 1nformat10n requiring securlty handllng° _ [ 1 KX
17. Does the series 1n1tlate, amend or terminate agency‘pollc1es and-procedures? L ] x]
18. Could the function be performed if the files were lost or destroyed? R o' I
19. Is the series (or major portion of it) iegularly microfilmed? If yes, why? [ ] K
20. Does the record series rovide data as input to an EDP file? | - (] X
- 21. Does the record series contain documentation produced as EDP printout? - [ 1 [Xd
22, Has the Federal Government issued instructions governing the retention/dispo- A
. gition of these files? Federal Register (Vol.40, No. 47, PartIII), "Guide to o
R . Records Retention Requirements" (January 1, 1975) Part VIII , Lo -
23.-W111 there be a need for these records 10 15 years from now* If yes, what9 : [ ] xX
2h REQUIREMENTS The followlng requlres the f118° to be kept | L _ years

a.[]STATE b.[ JSTATUTE OF c.[]AUDIT ,d.[]FEDERAL e. K]ADMINISTRATIVE . f. []HISTORICAL

LAW LIMITATION PERIOD LAW DECISION VALUE
o (Ctte Law Statute, or other reaeon fbr the retentton requtrement)

Based ‘upon standarus of dlqn051tion for other departmcnts.'-- See item 22

-

.’

- 25 AGENCY RECOMMENDATIONS "This agency recommends that the file series be cut off at _the ‘end
- of each -[]CALENDAR YEAR -[]FISCAL YEA.R -[MOTHER _ See below - = “.: = ,then®

F— e —
|......u._|_...'c.-._'n_1

> [ 4 Other: (specify) cCut off file at the end of each month hold in current tiles area 1

=

Hold in the current files area ' month(s)/ year(s)

Transfer to [ ] State Records Center [ ] Local Holdlng Area, hold_ year(s
Destroy. -

Transfer to State Archives for permaneﬁt retentlon.'

Destroy immediately after cut-off.

year or until Federal or State. Audit is completed whichever 18 1ater, then transfere to
the State Records Center, hold 3 years; then destroy.

-

(Indicate briefly rationale for recommendations above/or writeiadditional remarks) :
To eliminate necessity for filing equipment and floor space required to hold inactive
records over and above necessary active files which do not require frequent referral,

in paragraph 25
are: faﬂ?ﬂ(

gber (Satmature) Date
. THER REQUIRED SIGNATURES
) 0 B | omwer Requrs DATE

| __ emsmee % /@d %A/ ' io >
ey S| 222 /50.2%

STATE RECORDS
COMMITTEE

icof State/Designee
/- aved [ ] Disapproved

<524/LQJL4141 ”i | -G~

Attorkey General/Designee
‘Approved Disapproved




